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PURPCSE

Part 12 provides Departmental policy and procedures governing
official mail and related services (such as mail and nessenger)
and payment for postal services. Details for local use of

such services will, as necessary, be issued locally in Mnual
Quide form  Appropriate GSA and U.S. Postal Service publications
will be used.

POLI CY
Centrally located mail facilities shall be established whenever

econonmically feasible in each building or group of buildings
for the receipt and dispatch of official mail

Mai | and rel ated services shall be used only in the conduct
of official business.

RESPONSIBILITY FOR PROVI DI NG SERVI CES

The Office of Administration, Ofice of the Seeretary, is
responsi bl e for providing Departmental policy and procedures
relating to mail and related services. This office is also
responsible for liaison with the U S. Postal Service and the
General Services Adm nistration.

The heads of operating agencies are responsible for providing
services in their respective buildings. They are also re-
sponsible for HEWactivities where their respective agency is
theprincipal HEW tenant of nulti-tenant buildings. The other
tenants shall furnish such funds or manpower as are equitable.

Oficials in charge of HEWfield installations shall maintain
liaison with local post offices and will acquaint thenselves
with the services available fromthemand their local practices.
Such liaison should assure that all H®& mail, printing and
reproduction facilities will .keep their systenms conpatible

with mail flowin the postal service
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D. Al contracts negotiated by HEW organi zations with private nailers
wll stipulate thatall HEW mailings produced by such contracts be
prepared in conpliance with current zip code pre-sort requirements

and deposited in the appropriate city post office no later than 4:00
p.m (see HEW Procurenent Manual, paragraph 3-1.350).

GENERAL ADMINISTRATION TN-70.8 (5/18/70)
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12-10-00 PURPGSE

This chapter establishes Departnent policy for the provision
of efficient, uniformand economcal mail and nessenger

services.

12-10-10 GENERAL POLICY

A. Mail reading inmil facilities should be limted to those
pi eces of mail that cannot otherw se be correctly routed,

usual 'y those which are inproperly addressed.

B. Ml delivery points should be established according to need
by agreement between the custoner organization and the head
of the mail facility.

c. Detailed local operating procedures should be suppl enented
as required by the maintenance and use of the Postal Manual -
Chapter 1, Post O fice Services/Donestic and Chapter 2
International  Mil. O her Post O fice and General Services
Admi ni stration issues and guides should be used as appropriate.

12-10-20 | NCOVI NG MAI L

A, Al incomng mail shall be receivedin the mail facility,
opened when necessary, and routed according to the loca
mai|l routing guide. Normally, envelopes are attached to and
routed with incom ng comunications.

B. Registered and Certified mail shall be signed for byauthorized
mai | room personnel upon delivery by the Post Office. Those
enpl oyees, in turn, shall require the addresses to sign Form
HEW 40 (Messenger Receipt Card) showing the date and time of
receipt. (See Exhibit X12-10-1.)

C. Ar Mil and Special Delivery mail shall be handled in the
same manner as first class mail. Ml that is tagged for
i mredi ate handling shall be pronptly handl ed according to
instructions on the tag.
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Postal matter that i S marked in such a nmanner as to indicate that the
contents areintended solely for the addressee is not to be opened by
anyone but the addressee. i‘hen any such material is opened inadvertently,
it shall tie resealed by the opening unit andmarked "Cpened in error”

or some simlar designation.

E. Cash and negotiable instruments received shall be adequately controlled
and saf eguarded. & responsi bl e enpl oyee shall be designated to enter
in alog, as available, the name and address of the -remtter and type
and anount of receipts. nelivery of such receipts shall be madeto an
appropri ate agent cashier or collections unit. Local instructions will
be issued to supplement this policy, as required. Ml control activities
such as date and tine stamping of bids should be done by customer or-
gani zations rather than by the central mail facility. Mail Control
Card HEW73 and sinilar controls wll be maintained at action- points,
as necessary. (See Exhibit 12-10-1.)

12-10- 30 ouTGOING MAIL

A, The nost economcal class and type of mail service consistent with the needs
shal | be used.

BR. all outgoing mail shall be forwarded to the central nmail facility at
regul ar intervals throughout the day to avoid peak | oads at the end of
the day. COficial mail is notto be dropped into building mail slots.

G+ Regulations prohibit the inclusion of borders, markings, slogans or de-
signs on mailing envel ope | abels, etc. Requests for exceptions shall
be directed to the Ofice of Admnistration, Office of the Secretary.

D. Because of the volune of Christmas mail , all bulk nailings of supplies,
publications, books, forms or other printed matter should be withheld
fromthe mails for the period December 1 through Decenber 26 of each year.

E. _Consolidated Mailings. Al first class nmail directed to the sane address
shal | be consolidated by the nail facility, and, as volune permts,
di spatched in one envelope. Mail to installations for which consolidated
mai lings are authorized shall be forwarded tothe mail facility in mes-
senger envelopes. Mail facilities shall nmaintain preaddressed envel opes
for consolidated mailings,

¥, Segregation by Type and (ass of Service. yail facilities shall segre-
gate mailings according to type of mail and class of service desired
and place in separate mail bags, properly | abel ed. Bags and labels may
be obtained fromthe | ocal post offices. Were there is insufficient

material to warrant bagging separately, itemsintended for air nail and/
or special delivery shall be tied separately, properly marked, and
pl aced on top of bundles of ordinary letters.

FEYVE PAL ADMINT STRATION Supersedes p. 2, TN-70.8 TN-T1.16 (9/20/71)
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G Local and Out-of-Town. T0 expedite handling by the Post Office,

I.

Je

separate "Local” and "Qut-of-Town™ Mail, and tie with addresses
facing the same way. Labels for use on each type may be obtained
fromthe local Post Office.

Perishable Biological Materials Via International Majl

1. Perishable biological materials may be trausmtted in the
postal union nail omly as Ietter.packa?es (packages paid
at letter rate having weight |imt of four pounds, six
ounces, except 60 pounds for Canada). These packages must
bear distinctive violet labels. Labels will be furnished
by the U S. Postal Service to |laboratories making witten
application. (See Chapter 2 of the Postal Manual for
condi tions, dimension restrictions, and [ist countries

agreeing to accept materials.)

2. Perishable biological materials may be transnitted by parcel
post.  See Directory of Intermational Mai | regardi ngindividual

agreements W t h vari ous countries.

Envelopes, Cards. aud Self-Milers

1. Standard size cards and envel opes, especially small envel opes,
shoul d be used whenever practicable. These are available
through HEW ordering channels.

2. Self-mailer type matter prepared wthout envel opes or vvrapﬁers
nust be sealed or secured so that it may be handled by machi nes,
and ot herwi se conform to Post Office regul ations.

3. New types of nmiling pieces not of standard format or design
shall be submitted to the U S. Postal Service for prior
approval as to oconformance with postal requirements. \When
prepared in Washington, D.C., a specimen shal|l be submtted
to the Division of Majl Classification, Bureau of Operations,
U S. Postal Service. When prepared at a field office the
speci men ghould be submitted tothel ocal postmaster.

Postal Quidelines for Automatic Miil Processing

Whenever possibl e, outgoing mail shoul d be prepared in accordance
wWith the "Guidelines for Preparing U.S. Governnment Mail," trans-
mitted by the General Services Administration Bulletin FPMR=-B~22.
Optical Character recognition and other automatic processing

equi pnent in the postal centers throughout the United States
require the application of the these guidelines.

m-71.16 (9/20/71) Super sedes p.3, TN-T0.8 GENERAL ADMINISTRATION
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K. Return Address Limtations

Return addresses on mail pieces, |abels and the like, should not
exceed five lines. If it is necessary to identify each
conponent of a nultiplex organization in a return address,

this may be acconplished by entering the title of the departnent
fol lowed by the action office and fol | owed by the organization
code as indicated by Chapter 8-660f the General Admnistration
Manual .

L. Two Letter State Abbreviations

Two | etter state abbreviations authorized by the US.

Post al Service are permissible f Or USE om outgoing mail throughout
t he Department When used in conjunction with tﬁ% ZIp code.

They are particularly applicable where space can be saved in

the addresses contained in the various automated addressing

systems and their output.  They should not beused on letters
placed in w ndow envel opes.

12-10-40 MAIL CLASSES AND SERVI CES

The four classes of mail and certain special services which nay
be used when necessary to modify their use are as fol | ows:

A Casses of Mil

1. First-dlass Mil. Use first-class for mail requiring the
hi ghest priority surface handling.

2. Second-Class Mail.  Second-class mail is used for newspapers.ami
periodicals. The Department of HEW does not uset his cl ass.

3. Third-Gass Mail., Printed material and parcels weighing |ess
than one pound qualify for third-class.

L. Fourth-Glass Mil. Printed material and parcel s wei ghing one
pound and over qualify for fourth-class. Fourth-class is
comonly referred to as parcel post.

To effect econony and a reduction in the issuance of SF-1103,
Covernment Bills of Lading, the Conptroller General has directed
all agencies to use parcel post for shipment of mailable Govern-
ment mterials. The use of freight or express shall be restricted
t0 materials classed as not mailable and to shipnents that exceed
wei ght and size limts for parcel post. (See Postal Manual.)

GENERAL ADMINISTRATION Supersedes p. ¥, TN-70.8 TN-T1.16 (9/20/71)
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B. Special Mail Services. These services shall be kept at a mninmum
to avoidadditional costs to the Government. If nore detailed
information is needed than that provided bel ow, customer offices
shoul d consult with appropriate officials in charge of mail
facilities. Requests for special mail services are made via
Form HEW=-76, Mailing Instructions

Air Mail Service. Normally, this service is used when nore than
2L, hours trme can be gained and where the distance is over 500
mles. Dispatching air mail on a Thursday or Friday iS normally
not feasible If regular mail wll reach the destination on a
Monday. Were the recipient is an organization that receives and
processes mail on a 24 hour shift basis or operates seven days

a week, exception would be in order.

Qertified Ml Service. Certified mail service is used for dispatch

where a record is needed of the sending and receipt of important
Papers s%ch as certain |egal or personnel docunents. (See C bel ow
or  uses.

| nsured Mail Service. Insured mail service is used for parcel post.
Use mninum fee unless otherw se required.

Registered Mail Service. Registered mail service is used to protect
val uabl e and important mail and provide evidence of delivery and
receipt.

Return receipts shall be requested only when proof of delivery nust
be made a matter of record.

Special Delivery should be used only under exception& conditions,
usual Iy for mail requiring immediate action outside the Government
agenci es.

Speci al Handling provides t he nDst expeditious handling avai |l abl e
for fourth class mail only. It is not used for special delivery.

C.  The mpjor characteristics of registered and certified majl
services are as foll ows:

Registered Ml (postage'at Certified Mail (for firgt-
first-class orairmail rate class donestic use orly).
nust be paid). Lower special fee charged.
Additional sealing devi ces may -Must be seal ed. No restric-
be used but not over inter- tion on additional sealing
sections of sealing flaps on devi ces.

envel opes

™-71.16 (9/20/71) Supersedes p. 5, TN=-TO0.8 GENERAL AIMINISTRATION
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Aut henticated mailing receipt Mailing receipt prepared by
furni shed sender by post sender.
of fice.
Sender's return receipt Sane.
service.  (Cptional.)
Restricted delivery service Same.,
to addressee only. (Optionél.)
Conpl ete mailing records No record kept at the Post
kept at the Post Office Office. _ _
recorded in transit and Not recorded in transit.
separated fromother mil. Handled with first-class
Receives additional security mai | without separation,
if warranted.
Control led at Post Office of Not charged to carriers.
address by charge-out to Carriers identify mail by
del ivering enpl oyees. endor sement rul es governing.
Signed delivery kept two Sei ne.

years by Post Office.

Postal indemity provided, No indemity provided.
subject to limtations of

Governnent Losses in Shi pnent

Act (5 U.S.C. 13k, 13ka~h) if

value decl ared and fee for value

paid. | ndemmitynot pai df or

articles mailed under "Postage

and Fees Paid" rei nbursenent

arrangements.

12-10-50 MESSENGER SERVICES

A.  Regularly schedul ed pickup and delivery service shall be provided
for all offices of the Department. |t ghsll:

1. Be of sufficient frequency to meet the operating needs of the
offices served end mininze the need for special messenger
Services.

2. Provide an even flow of incomng and outgoing commrunications
t hroughout the regul ar workday.

GENERAL ADMINISTRATION Supersedes p. 6, TN-70.8 ~~-71. 16 (9/20/T1
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Messenger personnel shall be assigned to the central mail facility
wherever possible so that assignnent of routes will not be dupli-
cated and manpower utilization will be nore effective.

O fices served by messengers shall provide one "IN" and one "QUT"
box (plainly narked) for receipt and dispatch of conmunications.
These boxes shall be placed as nearas possible to the entrance

of the office which is to serve as the pickup and delivery station,

Desk-to-desk distribution of communications within each office

shal | be the responsibility of respective offices. \Wenever
practicable, conbined pickup and delivery stations shall be
established for offices functionally related or occupying continuous
interconnecting  space.

Urgent mail which nust be dispatched after the [ast regular messenger
pi ckup shall be delivered by the originating office or the clearance
point to the mail facility for dispatching.

Speci al messenger service shall be furnished, provided messengers
are available, the need is urgent, and regular service wll not
suffice.

Duties assigned to messengers shall be in keeping with the mssion
of the central mail facilities. Requests for other services shal
be referred to the mail room supervisor or other appropriate
officials for resolution

Material distributed by the mail and messenger activities shoul d
normal Iy be limted to comunications sent or received in the
conduct of Departmental or Agency business. The distribution
material prepared by enployee groups will be handled in accordance
with the HEw Personnel Manual where it deals with "Emnployee =
Managenent Cooperation.” COther material that is questionable
shoul d be brought to the attention of the mail room supervisor or

other appropriate officials.

TN-71.16 (9/20/71)
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Form HEW-U4Q

"MESSENGER RECBIPT CARD"

HEW-40

MESSENGER RECEIPT CARD

Deacription
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. TR ——
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Addressed to
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Time Received

Messenger,.

Time Delivered .

.....................

Receivedby ...

Form EEW-73 (MAIL CONTROL CARD") - 5-part Snapout

58701
T U.S GOVERNMENT PRINTING Orr cr 1967 264 D83

FROM:

CONTROL NO.

SUBJECT AND DATE:

DATE REC'O.

[OUE DATE i

REFERRED (t 1}

2)

(3}

(4)

DATE:

REPLY SENT TO:

DATE RELEASED

REMARKS ACKNOWLEDGED «DATL
O
NO ANSWER NEEDED
O xxram wrevnd

rzw'-n

REV. 3-86) MAIL CONTROL SCHEDULE

REMOVE THIS COPY ONLY=~ DO NOT SRPARATE REMAINING COPIES

T —r

HEW TH-69.5 (2/28/69)

Supersedes Bx X12-10-1, TN-Ok







MANUAL..... GENERAL ADM NI STRATI ON

or 12~ Communi cations Services
CHAPTER 12- 20

OFFI CI AL MAI L
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40 Payment for Postal Service

12- 20-00 PURPOSE.

This chapter establishes department policy for the use of official mailing
indicia and provides instructions for the payment of postage fees on all
official mail.

Ref erence: U S. Postal Service Manual, Part 137, "Oficial Mil," and the
U S. Postal Service "Payment fcr Oficial Mail" current wear.

12-20-10 DEFI NI TI ONS

A. Indicia mnil is mail sent with the phrase "Postage and Fees Paid"
substituting for a postage stanp ea the envel ope, mailing |abel,
self-miler, etc.

B. Postal Service Unit (Psy) is an HEWunit or group c¢i vritawhem
the U S. Postal Service has granted :postal mailing cede znumber.,
HEW Postal Service Units and their respective nmailing code zumbers

are:
Mai | i ng
Post 21 Service Units Code ¥uzber
1. Ofice of the Secretary (includes): 391
Ofice for Gvil Rghts
2. Ofice of Human Devel opnent Services 353
3. Public Health Service (includes): 396

O fice of Assistant Secretary for Health

Al cohol, Drug Abuse, and Mental Health
Adnmi ni stration

Heal t h Resources Adm nistration

Food and Drug Adm nistration

National Institutes of Health

Heal th Services Adm nistration

Center for Disease Control

HEW TN-78.5 (5/3/78) Supersedes Chapter 12-20 (TN-70.2 & 71.18)



Chapter 12-20, GENERAL ADMIXISTRATION Page 2

4. Education Division (includes): 395
Ofice of Assistant Secretary for
Education

National Center for Education Statistics
O fice of Education

5 National Institute of Education 398
6. Health Care Financing Administration 392
7. Social Security Adm nistration 397

12-20-20 USE OF OFFICIAL MAILING INDICIA

A. The term"official mail" applies exclusively to the business of the
government of the United States. Any matter transmtted under an HEW
indicia must pertain to official departnent business. Any other use is
prohibited.

Each Postal Service Unit nust have its mailing code nunber printed on
all its indicia mail.

B. Postal Service Units cannot use the mailing code nunber of another PSU

C. HEWenpl oyees responsible for the printing of indicia mail covers
(envel opes, |abels, cards, self-mailers, etc.) should insure that:

1. The approved eagle symbol, the HEW indicia, and the appropriate
mai | ing code nunber are printed in the upper right corner of
the address side, as shown below

.4

———
L
U.S.MAl

*(insert appropriate miling code nunber)

This marking nust be printed. It cannot be handwitten, type-
written, or hand-stanped on the envelope.

2. The nane of the department, the nane of the appropriate Posta
Service Unit, and the appropriate return address, including the
Zip Code, are printed above the notation, "Oficial Business" and
"Penalty for Private Use $300" in the upper left corner of the
address side, as shown in the follow ng exanple:

TN-78.5(5/3/78)
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DEPARTMENT CF HEALTH, EDBEATEON; AND WELFARE /oé&rnw /&u/u

OFFI CE OF THE SECRETARY
WASHI NGTON, D. C. 20201

OFFICI AL BUSI NESS
PENALTY FOR PRI VATE USE $300

D. Never use indicia envel opes for personal or unofficial mail, even
if you place stanps on the envelope. This prohibition also applies
to the personal mail of hospital patients. Never'use a governnent
envel ope of any kind for personal correspondence.

E. Ofices served by an interdepartnental nessenger service, (i.e., the
United States Official Mail and Messenger Service in Washington, D.C. ==
Run- St op- Servi ce) should use this service to the fullest extent
possi bl e. Use Standard Form 65, U S. Government Messenger Envel ope,
for this mil whenever possible. O herw se, use a plain envel ope.

Show agency stop numbers on the envel ope.

F.  Departnent enployees may, if for purposes of official business, supply
to menbers of the public printed reply envel opes or |abels printed with
indicia and pre-addressed to a Federal Governnent office or' officer.
These should be supplied for the sake of convenience in having persons
submt information for official purposes

Project officers may supply envel opes or |abels to departnment
contractors for use in accordance with contractternms and U S.

Postal Service Regul ations. The envel opes nust bear'the printed
return address of the department over the words "Oficial Business.”
Never use the nane and return address of a private person or firmon
an envel ope utilized for official mailing. This includes envel opes
mai l ed by a contractor as well as envelopes used in reply to a
contractor's inquiries

HEW Postal Service Units that have contractors performng mailing
services which interface with the U S. Postal Service nust obtain

a pernmt for the contractor before such mailings may be entered into
the mailstream

Wien a special mail service is required, supply a reply envel ope or

| abel preprinted with the type of special nmil service desired. Users
of reply envel opes or |abels may not add their own markings for these

Servi ces.

G. Never supply envel opes or |abels to an individual or concern

1. If lawor regulation require the requested information

TN-78.5(5/3/78)
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2. If the requested information pertains primarily to the person's
own business with'the Government (e.g., a clain, a persona
matter, orthe application for Federal funds under a grant
program

3. Forreplies to a mailing list circularization; however, self-
addressed cards or envel opes without the official mailing indicia
may be provided for the use of respondents to circularizations of
mailing |lists.

12-20-30 USE OF POSTAGE STAMPS FOR OFFICIAL MAIL

A.

B.

12

Departnment employees shoul d use postage stanps for official mail when
the use of an indicia woul d hanmper their tasks (e.g., when the success
of investigative work performed by the department woul d be jeopardized).
The officials listed in paragraph 12-20-40B, or their designess, can
authorize the purchase of such stanps.

The department will reinburse enployees in foreign countries for
foreign stanps purchased for official business.

Department enpl oyees should return stanps supplied by an inquirier
If the stanps are not affixed to a self-addressed envel ope.

-20-40 PAYMENT FOR POSTAL SERVI CES

Law requires government agencies to reinburse the U S. Postal Service
for all official milings.  Such reinbursenent can be made from any
funds available to an organization. For the purpose of postal service
billing, HEW is divided into seven Postal Service Units (see paragraph
12-20-10B). FEach PSU negotiates, consistent with department policy,
directly with the U S. Postal Service for payment of postal charges.
Each PSU shal |l send its postal service paynents to:

Di sbursing O ficer
U. S. Postal Service
New York Postal Data Center

Mai n Post O fice Building
New York, New York 10099

To obtain further information regarding the payment of USPS char ges,
contact:

Chief, Postal Managenent Branch

Di vision of Admnistrative Services
O fice of Managenent Services
Ofice of the Secretary

The U S. Postal Service bills each Postal Service Unit quarterly on
the basis of an annual estimate prepared by the PSU and furnished to

TN-78.5(5/3/78)
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the US. Postal Service by Septenber 1. This estimate should be

based on the preceding year, correlated with projected volune trends
As an alternative reinbursenent procedure, HEW Postal Service Units
may use the Sinplified Intra-Governmental Billing and Correction
(SIBAC) System which provides for the automatic montlily transfer of
funds from Federal agencies to the U S. Postal Service. The officials
listed bel ow are responsible for preparing and submtting the posta
service estimtes of their respective PSuU’s.

Postal Service Unit Responsiblef fi ci al

Ofice of the Secretary Director, Ofice of Minagenent
Services

O fice of Human Devel opnent Director, Ofice of Adminis~

Services tratlon and Managenent

Education Division Assi stant Commissioner for
Admi ni stration

National Institute of Education Assistant Director for Admnis-
tration and Managenent

Public Health Service Deputy Executive Officer

Social Security Administration Associ at e Commissioner for
Managenent and Administration

Heal th Care Financing Administration Director, Division of
Admi ni strative Management
Service

€. Regional administrative officials are responsible for conducting respective
regional mail counts in accordance with prescribed procedures as set
forth 4n this chapter.' Regional POC units, including Office of the
Secretary, will submit their postal service estimtes to their parent
or primary funding organization.

D. The U'S. Postal Service annually distributes the format for reports
of annual mailing estimtes. Capies of the current format can be
obtained fromthe Chief, Postal Managenent Branch (see paragraph
12-20-404).

E.  The Postal Managenent Branch, Division of Adnministrative Services,
0S, will furnish to each Postal Service Unit by August 15 of each year
a report of the actual mailings for that agency made by the Printing
and Visual Systems Branch, DAS-CS.

F. Departnental policy provides these three methods for estimating annua
mail costs:

TN-78.5 (5/3/78)
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1.

G. Esti

An actual count of the nunber of pieces of mail and conputation

of postage payable over a representative one-week period occurring
each half of the fiscal year. This is the mninmum sanpling
mandat ed by the U S. Postal Service and the random weeks to be
used are selected by the Postal Service. The departnment

strongly recommends a one-week count occurring each quarter of

the fiscal year. The anount of postage for these periods wll

be averaged and projected into an annual estinate.

NOTE: A count by weight may be substituted where a conversion
bet ween wei ght and nunber of pieces has' been cal cul ated
by the mailing facility and approved by the USPS. Due to
the wide variation in types and classes of mailings, a
department -wi de conversion table is not feasible.

Program workl oad figures may be used in lieu of sanpling by those

organi zati ons which can establish ratios between program workl oads
and total postage costs. Under this nethod, periodic sanplings of
special surface mail are necessary to verify trends.

A beginning inventory of indicia itens, plus acquisitions, mnus
closing inventory may be used as an estimate of postage costs. In
this nmethod, a periodic sanPIing of special nmail services is
necessary to deternmine total nmailing costs.

The Chief, Postal Managenent Branch (see paragraph 12-20-40A)
can provide detailed information regarding inplementation of the
met hods descri bed above.

mat es of postal service costs shall include:

Al'l official matter entered in the U S. Postal Service such as

first-class mail, special delivery, registered nail, certified
mai |, foreign mail, parcel post, periodicals, postage due items
where postage woul d ordinarily be paid upon delivery, proof of

mai lings, reply cards or envel opes, return receipts, etc.

Adj ustments for vol um nous mailings occurring in other than the
sanpl e period or for planned increases or decreases in prograns
whi ch woul d affect the anmount of nail

The final reinbursement anount must be fully docunented with respect
to type and size, class, quantities and rates applied in accordance
with the U S. Postal Service current format. Postal Service Units
wll submt summary data with a copy of its procedures for sanpling
and estimating fiscal year totals tothe Manager, Covernnent

Revenue and Exami nation Branch, USPS, as soon as possible at year
end, but no later than Cctober 31.

TN-78.5 (5/3/78)
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H. Mil sanmpling to determne estimates of postal service costs shal
not include:

1. Express Mil. 'Express mail is billed separately fromthe rest
of postal usage.

2. Actual mailings by the Government Printing Ofice. The U S Posta
Service will bill Postal Service Units separately for their GPO
mai | i ngs.

3. Milings made by printer-mailer contractors engaged through the
Government Printing Office or through other channels must be
accounted for and docunented on an individual basis.

|. Postal Service Units should include funds to -cover the paynent of
postal services in their annual budget requests. Postal Service
Units can reinmburse the USPS for postal services fromany funds
available to the PSUs. |n nost instances, a PSU will distribute
postal service costs among the various conponents of the PSU.  Some
suggested nmethods for allocating postal service costs to conponents
are:

1. By past experience adjusted to.reflect known changes.
2. By reports of fndicia itenms procured by components.
3. By the number of staff producing correspondence in the conponent.

4. By workload data or other management docunents
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Subject: DEPARTMENT POLICY AND PROCEDURES ON MAIL COVERS

12-25-00 Purpose
10 Definition
20 Policy on Mail Covers
30 Procedures for Requesting Mail Covers

12-25-00 PURPOSE

This chapter states policies and procedures to be followed in requesting the U.S. Postal
Service to carry out @ mail cover. 39 CFR 233.2 contains additional information on
mail covers. '

12-25-10 DEFINITIONS
For the purposes of this chapter, the following definitions from 39 CFR 233.2 apply:

A. "Mail Cover" is the process by which a record is made of any data appearing
on the outside cover of any class of mail matter, including checking the contents
of any second-, third-, or fourth-class mail matter as now sanctioned by law,
in order to obtain information in the interest of (1) protecting the national security,
(2) locating a fugitive, or (3) obtaining evidence of commission or attempted
commission of a crime.

B. "Fugitive" is any person who has fled from the United States or any State, terri-
tory, the District of Columbia, or possession of the United States, to avoid prose-
cution for a crime, to avoid punishment for a crime or to avoid giving testimony
in a criminal proceeding.

C. "Crime", is any commission of an act or the attempted commission of an act
that is punishable by law by imprisonment for a term exceeding one year.

D. "Law enforcement agency" is any authority of the Federal Government or any
authority of a State or local government one of whose functions is to investigate
the commission or attempted commission of acts constituting a crime.

12-25-20 POLICIES ON MAIL COVERS
A. Only the head of each HHS organization that is considered to be a "law enforce-

ment agency" under the definition stated above in Subsection 12-25-10D can
request the U.S. Postal Service to initiate and carry out a mail cover.
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B.

The requesting official must obtain approval from the Inspector General, the
Deputy Inspector General, or the Assistant Inspector General for Investigations
and individuals who are acting in the capacity of the above officials during their
absence (Note: The approval authority may not be redelegated within the Office
of Inspector General) before sending a request for a mail cover to the U.S. Postal
Service.

Use of a mail cover as an investigative measure is to be limited to situations
where: (1) the necessary information cannot be obtained by any other means,
and (2) the imposition of a mail cover is essential to an investigation.

The U.S. Postal Service limits each mail cover and each renewal of a mail cover
to 30 days.

A mail cover is to be cancelled if the information sought is obtained prior to
the expiration of the 30 days.

All documentation received from the U.S. Postal Service as a result of a mail
cover is to be treated in the strictest confidence while in the possession of the
Department. It is to be returned to the Postal Inspector in Charge from whom
it was received no later than 60 days after its receipt.

12-25-30 PROCEDURES FOR REQUESTING MAIL COVERS

A.

Request for Initial Mail Cover

In making a request to initiate a mail cover, the requesting official should:

l.  Prepare the request in the form of a letter addressed to the Postal Inspector
in Charge of the area in which the mail cover will be carried out.

2. Include the following information in the request:

a. astatement as to which authorized purpose contained in 39 CFR 233.2(d)
(2Xii) will be served by the mail cover;

b. the citation of the statute which gives the requesting official authority
to investigate the matter in question;

c. the identity of each individual or business to be covered (give name,
address and zip code number of each);

d. astatement that an official investigation is in progress;

e. the Federal statute alleged to have been violated and the criminal
penalty, if convicted;

f.  the reasonable grounds that exists which demonstrate that the mail
cover is necessary to the investigation;
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g. the name and address of any attorney for the mail cover subject or
a statement that the subject's attorney, if any, is not known (Mail cover
data excludes matter mailed between the mail cover subject and his
known attorney);

h. a statement that the subject of the mail cover request, if not a fugitive,
is not under indictment in connection with the matter under investi-
gation;

i. astatement that if the subject is indicted for any cause during the
mail cover period, the Postal Inspector in Charge will be immediately
notified (Note: Under such circumstances, the mail cover is required
to be cancelled and if the subject is under investigation for further
criminal violations, a new mail cover must be requested); and

jo  the coverage requested should be specified, i.e., business or residential,
first-class only, first-class and parcels, etc.

3. Obtain approval from an appropriate official of the Office of Inspector
General by sending to them the official file copy of the request (plus two

other copies) and a brief covering memorandum explaining why the mail
cover is necessary.

4., Keep the request until receiving the official file copy with the OIG approval,
then send it to the Postal Inspector in Charge.

5. Maintain the official file copy of the request.

Request for Renewal of a Mail Cover

In making each subsequent request to renew a mail cover, the requesting official
should follow the procedure outlined above in Subsection 12-25-30A, and should
explain in the memorandum to the appropriate OIG official why an extension

of the mail cover is necessary. In addition, the request for the fourth renewal
and any subsequent renewal is to contain specific reasons for continuing the
mail cover and be addressed to the Chief Postal Inspector.

Request to Cancel a Mail Cover

Requests'to cancel a mail cover should be sent directly from the requesting
official to the Postal Inspector in Charge to whom the request to initiate or
renew the mail cover was addressed.







